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POLICY: .01 Shif t  d ifferent ia l is a  premium added to the basic
hourly ra te of a  General  Support  (GS),
Organizat ional Support (OS),  or Technical Support
(TEC) Series  employee who is  required,  by
management ,  to work a nonstandard schedule
during a workday.  Work hours scheduled for  the
convenience of the employee do not  qualify for
different ia l pay.

APPROVAL: .02 Group-level  managers may vary by 1 hour the
start ing or ending t imes of the schedule for shif t
different ia l.   See below .

PARAMETERES FOR SHIFT .03 !Work shif t  schedules that qual ify for  shif t
HOURS: different ia l pay include the  fol lowing:

Swing Shift  — normally 4:00 p.m. to  12
midnight

Graveyard Shift  — normally 12 midnight  to
8:00 a .m.

PAY RATES FOR SHIFTS:

Shift Differential .04 Based on the actual hours  worked,  the  shif t
different ia l pay is 12.0% (of the basic  hourly ra te
or the hourly equivalent  ra te of pay)  for swing-shif t
hours and 15.0% (of the basic hourly ra te or the
hourly equivalent  ra te) for graveyard-shif t  hours.

Sixth- or Seventh-Day .05 A 5.0% (of the basic  hourly ra te or the hourly
Premium equivalent rate) premium is paid to an employee

whose regular assignment includes work between
midnight on the f if th workday and midnight on the
seventh workday of the Laboratory’s  pay week.
The premium is in addit ion to  any shift  differential
pay and is not applicable  to wages earned from sick
leave,  vacat ion, or other  authorized absences.
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LIMITATIONS ON SHIFT .06 Shif t  d ifferent ia l is not paid when the entire shift  is
DIFFERENTIAL: between 7:00 a .m. and 6:00 p.m.  In addition,  shift

different ia l is  not paid unless 4  or more hours are
worked before 8:00 a.m.  or af ter  4:00 p.m.

EXCEPTION:   Employees regular ly assigned to
a rotat ing shif t  are paid shift  differential  for
each hour worked during the hours  of swing
and graveyard.

EXTENSION OF SHIFT: .07 An extension of a  shif t  occurs  when an employee is
required to work continuously past  the  end of a
scheduled shift  or re turns to work within 6 hours
after the complet ion of a  scheduled shif t .   The
hours worked during the  extension are paid  at  the
same rate in effect a t the end of the scheduled
shift .  See also AM 304.

NOTE:   The above policy does not apply to
cal l  pay,  which is  compensated according to
AM 307.

ASSINGMENTS OF 4 OR .08 When an employee is scheduled to work
MORE CONSECUTIVE nonstandard or rotat ing shif t  hours for 4 or  more
WEEKS: consecutive weeks,  the supervisor must submit a

Personnel Action form (PA) at the beginning and
end of the work assignment.   When a PA is
submit ted,  the  to ta l shif t  differential  to be earned
(but  not  the  s ixth- and/or seventh-day premium) is
prorated and paid for each hour in pay s ta tus,
including authorized absences and temporary day
shift  ass ignments approved by the group-level
manager.

RECORDING TIME:

Occasional Shift Hours .09 Record the occasional shif t  hours  by using the
appropria te one(s) of the fol lowing t ime codes:

P — Swing Shif t

G — Graveyard Shif t

Sixth and/or Seventh .10 For any hours  where the employee is enti t led to the
Day six th- and/or seventh-day premium, use  the

appropria te one(s) of the fol lowing t ime codes:

http://admin-manual.lanl.gov:1500/pdfs/adm/am304.pdf
http://admin-manual.lanl.gov:1500/pdfs/adm/am307.pdf
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W — Weekend Shif t

PW — Swing/Weekend Shif t

GW — Grave/Weekend Shif t

.11 Shif t  d ifferent ia l is included in overtime
computat ions,  as  applicable.

DAYLIGHT-SAVING-TIME
CHANGES:

Spring .12 During daylight-saving-t ime changes in the  spring,
an employee is paid for the ent ire,  scheduled
graveyard shift  at  the stra ight-t ime pay rate ,  even
though 1 less hour is  worked.

Fall .13 An employee is paid for  al l  hours  worked when the
fal l  dayl ight-saving-time change occurs .

RETIREMENT .14 Shif t  d ifferent ia l is included in the base  salary
CONTRIBUTIONS: when calculating re t irement system contribut ions.


